
My Groups 
 
Teachers have the ability to add Groups to their Learn360 account. This is a great 
way for teachers to keep their classes separate and organized.  
 
To Add a New Group: 
 
 

o Click on the My Learn360 link. You will then see eight different tabs. 
 

o Select the My Groups tab. 
 

o Click on Add New Group.  
 

 
 

o Once you click on Add New Group you will be taken to a page similar to 
the one seen below. 

 

 
o Fill out the information fields; only a group name is required. 
 
o  When you are finished click Next.  

 
o This will take you to the page that will allow you to add users to your group.  

 
o To search for users to add, you have the option to search by first name, 

last name or username.  
 



o Once you have chosen the title to search by, type in the name of the 
person you are looking for. Depending on the type of search you have 
chosen, one user or multiple users will show up.   

 
o This can be seen in the example below. 

 

 
o To add the user(s) to your group you will need to check them and click on 

the orange Double Arrow button that points to the right. This will move the 
user you have selected from the left hand column and transfer it in to the 
right hand column.  

 
o If you decide you do not want to add this user to your group, check the box 

next to the user’s name, and click on the orange Double Arrow button that 
points to the left. This will remove the user from your group. 

 

 
 
o Once you have searched and selected all the users you wish to add to your 

Group, click on the Save button. 
 

o From here you will be brought back to the My Groups tab. This will show 
your newly added group, as well as all your other groups. 

 



 
 

Adding Users to a Group: 
 
There are two ways to add users to your group(s). You can either add one user at 
a time or add multiple users. Keep in mind that all usernames must be unique. If 
you try to add a user with a username that is already in the system you will 
receive an email saying that your user was not added because of a non-unique 
username. 
 
To add one user: 
 

o Click the Add New User link at the top right of the My Groups tab (below). 
 

 
 

o A pop up will appear where you can enter the required information needed 
to add them to your group (below). 

 

  
 

o When you have filled out the required fields, highlight the group you want to 
add your user to. 

 



o Then click the orange Save button, and your new user will be added to 
your group. 

 
To Add Multiple users: 
 

 
 

o Click the Add Bulk Users link at the top right of the My Groups tab 
(above). 

 
o A pop-up will appear similar to this: 

 

 
 

o If you already have the template for adding bulk users, click the Choose 
File button to search for the file on your computer.  

 
o When you find the file, highlight it, and click Open.  

 
o Highlight the group you would like to add the users to, and then click the 

orange Save button. 



 
o If you do not have the template for adding bulk users, click either one of the 

sample links in blue at the bottom of the pop-up.  
 

o These templates are what need to be filled in before you can add your 
users.  

 
o When you have filled out one of the templates, save it to your computer so 

you can search for the file when you try to add your users. Then follow the 
steps above. 

 
When you add your users, they are put into the system so that you will not have to 
add a user twice. Other teachers within your access will be able to search for 
those users as well. 
 
View your Calendar: 
 
Take a look at your calendar if you want to see when a good time to schedule an 
assignment or quiz would be. You can also view the assignments and quizzes you 
have assigned to that group.  
 

o Click on the Calendar link below the group you want to look at (below). 
 

 
 

o This will bring you to the calendar that will show the current month. 
 

o Here you can add events by clicking the Add Event link at the bottom of 
the calendar page (below). 

 



 
 

o A pop-up will appear where you can enter the information for your event.  
 

 
 

o When you have entered the information correctly, click the orange Save 
button and your information will be saved in your calendar. 

 



Once you enter your events you can click on the events and view them in your 
calendar.  
 
Edit Members: 
 

o To edit the member’s in your groups, click the Edit Members link under the 
group you wish to edit. (below). 

 

 
 

o This will take you to a page where you can add and subtract members in 
your group by clicking the Edit Member List link at the bottom. 

 

 
 

o Here you can search the users you want to add, or you can delete the 
users you no longer want in your group.  

 
o To edit, click the Edit Member List link at the bottom.  

 
o This page will appear: 

 



 
 

o Just follow the directions in Adding Group Members. 
 

o Remember to click Save when you are done editing. 
 
 
 Contact Group Members: 

o If you want to send a message to your group, click the Contact Group link 
at the bottom of the page (previous section above). 

 
o This will bring you to a page where you can send your group a message 

(below). 
 



  
 

o Fill out the fields and your message and click Send E-mail. Your message 
will then be sent to every user in that group. 

 
 
 

 
 
 
 
 


